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ABSTRACT 

This curriculum for hotel employees is based on the 
analyses of worksite tasks and interactions. Hotel housekeepers were 
observed on the job, supervis **s were consulted, and existing 
resources were reviewed to determine the language and basic skills 
needed to effectively cmd efficiently perform job duties. Twelve 
curriculum units were developed, each based on a job task 
(competency) integral to carrying out the duties of the position. 
Each competency is then analyzed for language, knowledge, and other 
basic skills needed to perform a job task successfully. Each unit 
addresses three language proficiency levels, with vocabulary, basic 
skills, and culture points pertaining to all levels. This guide 
includes an introduction to curriculum organization and definitions, 
notes on use for lesson planning and evaluation, a fv rm for assessing 
job task needs (coordinated with curriculum units), lesson plan form, 
progress report form, guide to resources cited, and curricu3ar units. 
Unit topics include the following: personal identification, reading 
work schedules, maintaining positive guest relations, providing 
supplies on vequest, learning if and when to service a room, 
following job instructions or describing a job, reporting progress 
and performance evaluation, repeating lateness or absence, giving 
directions to places within the hotel and vicinity, reporting and 
preventing accidents and emergencies, reporting problems or repairs 
needed, and reading paychecks. (MSE) (Adjunct ERIC Clearinghouse on 
Literacy Education) 
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imOOUCTIOM 

Tli« Worlcplace Literacy Curriculum for Housekeeping is based on an analysis 
of tasks and interactions at tbe worksite. Employees were observed on the 
job, supervisors were consulted and existing resour^^s were reviewed to 
determine the language and basic skills needed to effectively and efficiently 
perform job duties. Twelve curricular units w»re developed. Since 
priorities may differ from site to site, supervisors, in consultation with the 
instructor, may be asked to order unite according to the special needs at 
their sites. (A Task Needs Assessment Form is provided on page 7.) 

In a 60-hour dasi a is possible to cover 6-d unite. It is recommended that 
each class begin with Personal Identification and Work Schedule unite which 
provide a review of basic Uteracy skills: readtog, writing, and numeracy, 
which are the building blocks for improved workplace literacy skills. 



Organization 

Each unit is based on a job task integral to carrying out the duties of the 
position. This task is also referred to as a competency. Each competency is 
then analyzed for language, knowledge, and other basic skills that are 
needed in order to pMform the job task successfully. 

The language pages present the job task (competency) as the unit tiUe. inis 
is then broken down into tnree levels of language proficiency for use with a 
multi-level class or in sequential courses. The vocabulary, basic skills, and 
culture pointe pertain to all levels of prolldency. It may be helpful to look 
at a unit of inatniction while r eviewlag the d^f itHtjowa of to rms below as 
iMftdiflttt^agifriculum. 

DefinittOAt 

2EL~(Student Performance Level) The SPL describes a student's language 
ability at a given level in terms of listening, speaking, reading, writing, 
and ability to communicate with a native speaker. These descriptions 
are available in a separate document student Performance Level 



Document MELT Resource Package. Each learner's SPL Is determined 
byapre-test 

Functteni— Functions are the focus of language practice. They are units of 

commun^xjition that identify the outcome or purpose of an utterance. 

They depend on the conteit of the communicative act 
U&gUai^J&fflI^~The enmpies represent how those functions may be 

ej^essed. They exsmplify the complexity of language expected at that 

particular SPL. 

StnitfUfW-The structures noted identify the grammatical forms which are 

appropriate for the ei^ression of the language function at that level. 

When no structure is listed, the erample is to be viewed as an idomatic 

expression and taught accordingly. 
BsafiUlfitt-Teits and materials listed contain activities and ex^dses which 

teachers have found to be appropriate for the level and curriculum. 

Theea are suggested resources. Teachers should select from these or 

other materials based on the needs and abilities of their particular 

students. 

V«abiilafy-The terms listed represent the essential vocabulary for the 
unit They are to be taught and practiced in conteit> not as a vK>rd list 

Basic aill8-These are the reading, writing, and numeracy skills necessary to 
perform the competency. They should be specifically taught to students 
Who have not ah'eady mastered them and should be revievwd for those 
who have. 

Cuttu]:ftr-This information focuses attention on cultural points that help 
students understand workplac<» values and customs. When appropriate, 
the information can serve as springboards for classroom discussion on 
cross-cultural issues. 



USIHG THE CUUICVLUll 
Lesson Planning 

Before beginning a unit look over the language and basi ; skills, resources, 
and cultural information and consider how they relate to the competency. 
Decide what functions may be combined to form conmiunicative situations 
for instructional focus. Consider the emphasis you will place on each 
function and the order in which you will present them. (See the lesson plan 
form on page 9.) 

i. Introduction. Select an activity to introduce the language in context 
This may be a picture, listening ewrdse, short reading passage or 
dialog, video presentation, or C&monstration. 



2. PrtsMtattMi. I>laii to discuss tb« situation by elidtifig wbo, wliat» 
whMr«, (purpose: language function). EUdt ttie dialog itself if 
possible. This information may have to be provided to students with 
a low level of proficiency. 

3. Prmctlee. Select the vocabulary, grammatical structures, and 
pronunciation points to be practiced in depth. Consult the 
suggested resources for appropriate practice emdses. Choose 
activities that move from structured practice (drills, for example) to 
communicative activities (role play, information gap, simulation). 

4. Application.Select appUcation activities ttiat give students an 
opportunity to personalize the language being taught 

3- miuttoii J)etMrmine which activity (from steps 3 or 4 above) will 
enable you to evaluate student performance of the language for the 
unit; or create a new activity for evaluation purposes. Achievement 
should be based on demonataratftd performance in a job-role situation. 

Ivaliiatlon 

Evaluation is an integral part of a workplace literacy class, providing data for 
tiie continuation of a workplace program tiiat meets both die employees' 
learning goals and the employer's goal to enhance die company's daily 
operation;;. It provides feedback 

-to the learners on ttieir progress 

-to the employers on success in meeting die company 's 

-to the instructor on ad)ustinents and changes that may 
need to take place in the instructional program meet 
those goals. 

In the classroom, evaluation of learner progr^ is 

-related to die curriculum 
-based on demon8ti:ated performance in )ob«role 
situations. 

On die job, evaluation procedures (usually carried out by die supervisor) 
take note of changes in 

-confidence 

-performance 

-productivity 

-work habits. 

-improved use of English 



Evaluation Activity Tbe dassroMn instructor's primary responsibility for 
♦valuation is monitoring leamer progress on wbat is being taught in tbe 
classroom. Although some kind of evaluation should take place in every 
class, this section is concerned with the formal (documented) evaauation of 
mastery of work goals, language skills, and basic skills. A distinct activity 
is used for evaluation. Both the learner and the instructor should be aware 
that this activity is providing an opportuni^ for the learner to demonstrate 
what has been learned. The information is then recorded on the REEP 
Workplace ESL Progress Report (see page for sample). The Progress 
Report is an eioellent to^ for introducing the learners to what they will be 
studying. Byreviewingaliorpartsof the form at the start of the dass and 
between each unit, learners gjto a sense of where they have been and where 
they are going. 

The learners are evaluated on their abililty to apply to the job skill task for 
the unit, the language f uncttcns, structures, and basic skills that have been 
taught Consider the quality of performance, remembeilng that the learners 
may have previou^y completid their job tasks successfully, but now the 

mphflftift in ftn tr>a«tAry ffl^ gpartfl^ fttlila pfaftnted f or practicft In tho 

Classroom. Actual performance in an on-the-job situation is the ideal 
measure of competency. This is not always feasible due to time and 
worksite constraints. However, in the classroom, a simulation of such a 
situation can oe set up. 

Competencies requiring oral/aural use of language can be evaluated through 
role plays, cued responses, or demonstration. For eample, Reporting 
Lateness/Absence' could be evaluated in a role-play in which the learner 
being evaluated could pick a card describing a cause for absence and then 
use a telephone trainer to call the 'office.' The instructor or another learner 
could act as receptionist/supervisor. Competencies requiring reading, 
writing, or numeracy skills could be evaluated with paper and pencil tasks 
such as completing forms, taking a message, or finding information on a 
product label. 

Progress Reports: After the evaluation activity is completed, record the 
learner's progress on the report form. This form lists the work goal (job 
task), language skills, and basic skills to be addressed in each unit. Learner 
progress is monitored for each of the skills covered in dass. Once you have 
determined that sufficient time has been spent on practice and application 
activities, select a time and activity for evaluation. Note 
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incuviauai progress using tn« rouowing 8cai«: 



l«am«r nMds mor« pracUc«; performs the work task, 
but makes errors In communication (e g. structurally 
incorrect^ Ustener bas difficulty comprehencUng) 

♦ learner has mastered the skill; conveys ideas accurately 
or applies the language to the situation correctly (e^. 
easily understood, grammatically correct) 

NC skill was not covered in dass 

Unit progress reports are shared vrtth the leemers at the completion of each 
unit At least twice during the instructional period, usually midway 
and at the end, the information is shared on a formal basis with the 
employer as well. At that time, each learner is also to be rated globally on 
pronunciation, fluency, and grammar according to the following scale: 

prommdation 

1 - frequent mispronunciations, cannot 
be understood 

2 - -some mispronunicatlons leading to 
confusion, understood if attentive 

3"no serious mispronunciations, easily 
understood 

flUMicy 

1- HDinimal response to or amount of 
communication 

2- show8 effort beyond minimum 
3"^laborates response 

gmnmsf 

1- very little control of structure taught> 
making comprehension difficult 

2 - control of simple structures, but makes 
errors which occasionally obscure m^udag, 
can correct self. 

3~controls most of the structures taught^ but 
makes occasional errors that do not obscure 
meaning, corrects self. 




A space 18 provictod on ttie form for instructor's comments. lUe student's 
signature indicates tbat the learner has seen and understood tbe report 

other Aaa#88in»nta- Laarnfa may be asked to fill out self-^^vaiuation 
forms or class evaluation forms. They are also given a post-test at the 
end of instruction to measure overall proficiency gains. Supervisors are 
asked to rate the class as a whole, as well as Individual learners, in order to 
indicate the impact the instruction has had on the job. All of the data 
collected from these evaluations are considered not only in measuring the 
success of the current program but also in planning for the future. 
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Task Ilf«d8 A88«88fflMlt: HooMkMpUig 

Belov is a Ustof job skill tasks (competencios) and oral laaguane skills (functions) 
necessary to carry out these tasks. These form Uie basis of the curriculum. In a 6ft- 
hour class, it is possible to cover 6-8 units. 

The first three units listed should be covered the first fev class sessions 
They provide an opportunity to review basic literacy skills-reading, writing, and 
nujneracy. The other unita then need to be prioritized by the hotel contact person 
(general manager, supervisor, liaison), in consultation with the classroom teacher, to 
determine class content. This entJliles the curriculum to be ti^ilored to aiwK U • ho!.ers 
uost pressing needs. 

Unit* 

Geaarsi ESL: Pvnoaal IdvAtificatiaa 1 

Identify self 

Ask/ansver questions about self 
Request clarification 

Sm4 Wark SckaMlas 2 

Report information 

Ask/ansver questions about day /time 

Make requests 

MaiaUiA PasiUTe Gaast SelaUoas: Small Talk 3 

Greet 

Introduce self 
Take leave 

Ask/answer requests for information 
Offer assistance 

Praride Saf flies Upaa Kaqaest 

Identify supplies 

Respond to requests 

Request clarification 

Offer assistance 

Apologize 

Make a suggestion 

Find Oat If aa4 Yhea ta Service a Guest Room 

Announce self 

Request information about time 

Request clarification 

Inquire about/eipress intentions 

Felloar Job lastractioas/Deacrlbe Job Tasks 

Identify furniture 
Identify parts of room 
Identify supplies for tasks 
Folioir verbal instructions 
Request Clarification 
Ask/ansrer questions about tasks 
FoUoir simple vritten instructions 
Give instructions to others 
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R«p«rt Work Progress «Ad Cltrify Perforaaace ETaloftlion 

Respond to requests for ^formation 
Request clarification 
Respond to criticism 
Give reasons/explanations 
Respond to praise 

Stport UtettMs/AbMACt 

Identify self 

State problem/give reason 
Identifjr body parts/illnesses 
Make a request on telephone 
State intention 

6iT« DincUoas U Plncss vithU tli« Hotel and Vicinity 
Respond to request? for information 
Provide infornution about location 
Apologize 
Give directions 
Make a suggestion 

Koi »rt aad Proroat Accidoats and Emorgeacios 

Identify safety signs 
Report accidents 
Vara others 
Request clarification 
Explain safety signs 
Make a suggestion 

Sopoit ProUoas: Ropairs Hoodod 

Identify problems 
Report problems 
Request clarification 
Request assistance 

Read Payckiocks 

Identify terms 
Ask/ansver questions 
Askforassisteace 
Report problems 

Othor 
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Lerson Plan 

Lesson Objectives: 

Warm up/Revlew/lntroductlon 

Presentation 

Practice 

Application 
Evaluation 



l»K<>C?l«l-:»» 1^1-: l>0 s IIOUSISKISISPXIMG 



I«M:h«r 



HoU ^ 



8Ur| Omkm 



WPWK BQMLl/UINOIMK WILLS 



Idmilify wif 
A«li anil aw n i T 

f«r c^arlflcalli 




l#mllfy l«llvr« 



9«MrmllQM 



Mrllv Bl«pl« mvfiUncrm 



Itfmlify ilaya 
f«rll llw 

Ask mH •nmw 9iMrBll«iw 



UrIU IK* liM 



Idmlify M|ip|«M 

rM|l|«BlB 

^ f«r clarif Icallon 
Of^vr asBlBlawa 

CNplaIn rMvon 
Nail* a VMOMBllon 



Naatf fiaMB of aupgillaB 

tialch naavB Mllh plcluras* 

CoiMil suppllas 

Caaplala aupply raquMl " 

fmrm 



Annoynca salf 
Asli poll la 9uo«llona 
Ha^uaal clarlf Icallan 
aboul Inlonllona 



Idonlify coMon alona 
Idanllfy Morila/coilaa 
on aaalgfioani allfia 
Raad room tHioliara 
Coop I Ola Morli aaalgnMol 
oilpa 

Calculala l|oa 
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Idonlify furnllura 
Uanlify placooani of 
objoclo 

Idonlify auppllaa for 
laak 

Follow Inalrucllana 
RMfuoal clarif Icallon 
•Iva aoquonco of laalka 



Idonlify Morda In 
In^lrucllona 

Road rooo aaalgnnani allp' 
flood labala on cloanora 
fioad rooo Inapacllan 
choclillal 

Ealloalo ||«a noodod 
lo cooplolo laak 



alopio ifoaallona 
Moapond lo pralao 
Roapand la crillclao 
flaporl pragroaa 
61 vo OMplanallona 



Mrllo alopio aonloncoa 
Urllo alopio quoallona 
Ealloalo lloo noodod lo 
cooplolo a laak 



■iMCIlOO r^foroang^ g^^l^^n^^ 

Roapond la pralao 
Roapond lo crillclao 
Idanlify rallnga 



Road porforoanco 
ovaluallon 



^ -ollll pracllclnf 
^ -can do moII 
NC -nol covorod 
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M8IC BKIttS 



tdmlify wir on 

rvMon for prolilo 
lilMlIfy body par to 
l#Ml|fy •llooffilo 

• roquool on Iho 
Ivlopliono 
Blolo Inlonllon of 
roliirn to Nork 



tlTt tlrtrtltiw U rimn 

AfiBNoi roifuoftlo for 
dlroctlono 

Idonlify iKOllOfI of 

li«lol focllllloo 
Vivo dirocllono 
Moko MiMoolloffio 



Idonllfy oofoly olfno 
R«P«rl accldonlo 
Worn olhoro 



Itfonlify problooo 
Report probloM 
(tvqimil clorlflcollon 
W x f ii ool amlolonco 



Idonllfy hoollh Mordo 

•Pf'olnloonI cordv 
CoMplolo olck loovo for* 
Colculolo 1^ rm of oick 
P^r 

Cooplolo loovo roquool 
foro 



Idmliry oi^mo In liolol 
tocolo Info dn floor 
plon/dlroclory 
Inlorproi ordlnol 
nuoboro ond fracllono 



nil OMI occldoni 

ropbri foro 

^111 Ml InMironc* 

cloln for« 

OI«l Mcurlly or 

•n«r«oncy phono nuobor 

••••d oofoly rofoloiiono 



Idonllfir roon nupbor^ 
nil out 9mrk ordoro 
Fill out loot and foi 
•Ilpo 



Idonlify lorno on olub Cndoroo chock 



vtlll procllclnv 
♦ -con do Moll 
<*no| covorod 




Coomoittot 





J 


B 


a. 


Pr.oiMncl«li.p 


liMncv 








SrMMaar 






1 



BtudonI SIgnoluro 



Oolo 



Coo wn loi 



rrnri 




BludonI VI«naluro 



Doto 



f*M-focl ollondonc 



• -Voo 



I - Nood InprovooonI 
e * Bollofoclory 

9 * Bood 




^lln^lon education ond 
Cpploynonl Pro^ron 
IMI miooii Boulovord 
^llnglon^ VA eCBW 
tTOBI 39B«%e00 
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GUIDE TO ABBREVIATIONS OF RESOURCES 



AL 


Anne Lomperis 






And 


A New SuuX 


EAC 


BilgHgil lOT AulUt V>0ZQp9WuC/ 


EEL 


English in Everyday Life, Book 1 


ESLAct 


ESL for Action 


ETW 


English that Works 


FFX 


Fairfax County Curriculum (Virginia) 




vfiugusn in tn^ woricpiac^; 




HOwlAMOwl WOraS 


LWS 


L9t9 WOTK 2mU917 




May i tlWp lOU f 


s/s 


Si<let>ySi<Se 


SE 


Survival English 


SUAP 


Speaking Up at Work 


WUSA 


Working in the USA 




(video Awrkbooks) 


TFJ 


Tour First Job 



Techniques 

TPR Total Physical Response 

This approach begins by placing primaiy importance on 
listening comprehension, emulating the early stages of 
mother tongue acquisition, and then moving to speaking, 
reading, and ▼riting. Students demonstnte their 
comprehension by acting out commands issued by the 
teacher; teacher prorides novel and often humorous 

ERIC 12 



var iatioas of the commands. Activities are designed to 
be fun and to allow students to assume active learning 
roles, (from Q&A. Eight Approaches to Language Teaching. 
ERIC clearing-house on Languages and Linguistics) 



Language EspMriMO* Approach 

This approach is a valuable technique for giving lov- 
level learners practice in reading, self-expression and 
communication. Learners develop their ovn stories for 
practice, prompted by discussion of a starter topic such as 
a shared experience, recent event, or visual stimulus 
(picture, photograph). This may be done as avhole-dass 
or souUl-group. or individual activity, (from Expresgvavs 
Foundations TeachT'a Suide. Prentice HaU. 1990) 
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K^fint ESL: Personal Idcnlincalion 



GENERAL ESL: Personal Identification 



W,2 



FUNCTIONS 



Identify self 

Ask/Ans. questions (self) 



Request clarification 



Identify self 

Ask/Ans questions (self) 

Request clarification 



LANGUAGE SAMPLE 



What's your name? 
My (first/last) name is 

Are you married? 
Do you have chikJren? 
Whafs your address? 
Where are you from? 

Excuse me. 
Repeat that, please 
C-A-RL-O-S 



I'm your housekeeper. 

How k)ng have you lived in the US 
How k>ng have you worked at 
(hotel) ? 

How do you spell that? 
How long? 



STRUCTURES 



Wh- questions 

Yes/No questions 
WH* questions 



? present perfect 



RESOURCES 



Activities: basic literacy 
role play interviews 

Texts: Before Book l(many) 
A New Start (many) 
Survival Eng. I lesson 1 



Texts: EEL,SE,ETWI 
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\ fMcral ESL: IVsrsimal lilciilificalion 



Sit 



f-5 



FUNCTIONS 



see above 

Ask/Ans requests for info. 
Request clarification 



LANGUAGE SAMPLE 



How many dependents do you 
have? 

What did you do in your country? 
C as in candy, etc. 



STRUCTURES 



Wh- que.stions 



RESOURCES 



Texts: Side by Side i 



ERIC 
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dtmni ESL: Personal Idcniincaiion 

Vocabulary: 

Personal Identification: 

Form words: 
forms: 



name (first, last, middle), address, birthdate (age). SS #. sex. telephone # 
native country, marital status, dependents, 
circle, check, sign, print 

application, insurance claim, accident report, work order, leave request. W-2 



ftasic Skills: Related to Personal Identification 



Read 



Write: 



Recognize own name In print (check attendance sheet) 

Identity all upper/lower case letters (match upper/lowercase, arrange letters of alphabet in sequenc. 
wentify and demonstrate understanding of words frequently seen in work environment 
Supply missing words in sentence through use of context) 
if at Hteracy fevel, trace and copy letters of the alphabet 
Write upper/lower case letters from memory 
Write first and last anme in manuscript letters 
Write simple declarative sentences 
Write simple interrogative sentences 

Numeracy Identify numbers 0 -100 from memory 

Provide address, telephone number, age. birthdate. # of children 



Culture: 



X 

I 



work schedule 



READ WORK SCHEDULE 



FUNCTIONS 



|o,1.2| Report info, (days) 



Ask/Ans. questions (time) 



Report information (days) 



Asl(/Ans questions (time) 



Make requests 



LANGUAGE SAMPLE 



Do you worit on Monday ? 
Does he work on Sunday ? 

I work on _ , , and _ 

I don't work on 

What time do you work? 
I work from 8 to 4:30. 



Whafs your schedule? 

I'm off and 

I worked j days last week. 
I didn't work yesterdav 

What time do/dkJ you punch in? 
What time is your break? 



Can I have next 



off? 



I have a doctor's appointment. 



STRUCTURES 



simple present 
Yes/No questions 



Wh- questions 



* — simple present 
simple past 

simple present/past 



RESOURCES 



Realia: work schedule, 
calendars, clocks 

Activities: make group 
schedule 

Visuals: Worksight 12-I-2D 
Speaking Up at Work 33-31 
Texts: 

A New Start 13-14. 63-61 
Survival English 56-58-1- 



Video: WUSA I scene 
WUSA III 26-27. 31 
Texts: Fairfax 73-74. 
Roy Bowers 29 
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work Khctlttle 



45 



FUNCTIONS 



Report information 



Request schedule change 



LANGUAGE SAMPLE 



IHow long do you have for 

lunch? 

What shift do you work? 
I canie in an hour early so 
I can leave at 4:00. 



Can I have next 



off? 



Could you work for me this 

Ecldki. lhavetogfijQ 
the doctor. 

If I work Smuia^ can I 
have JiAoQda^ off? 



STRUCTURES 



polite requests 



If clauses 



RESOURCES 



Texts: 

English That Works I 134^ 
Your First Job Unit 4, 
Speaking Up at Work 11 -IV 
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work tchcdulc 

^cabulary: 

numbers: 
days/dates: 
time words: 
verbs: 
leave: 



0 - 100 

dhys of week, months 

from... to, at, on, o'clock, slilfts 

punch in/out, sign in/out, change 

sick leave, vacation, holkiay, leave request 



asic Skills: 

Read: 



Write: 



Locate informatk>n on work schedules,r^ 
Tell time from analog/digital clocks^ 
Identify days/dates in k>ng and abbreviated forms 
Supply missing word in a sentence through use of context 
Write days of the week in k>ng and abbreviated fonn 
Write the date using correct puncuatton 
Write numbers 0 -100 from memory 
Write the time 

Complete leave request forms 
Write simple declarative and inte^Sgative sentences 
Numeracy: Count and sequence numbers 0-100 

Match a given number of objects, ptetures, or objects with the correct numeral 
Caknjiate number of hours worked 



Culture: Industry Practices 

Find out what the hotel's polteies are for the foltowing: 
punching in/out 

break time: 

lunch time: 

leave requests: 

schedule changes 



Intab) posidve guoti relations 



*L I FUNCTI ONS 
1.21 Greet 



MAINTAIN POSITIVE GUEST RELATIONS: SMALL TALK 

STRUCTURES 



Introduce self 
Take leave 



LANGUAGE SA MPLE 

Good 

Welcome to (hotel) 
How are you? 
Fine, thank you. 

My name is 



I'm your housekeeper. 
Goodbye. Havaantoeday. 

Hope you enjoy your stay. 

Ask/Ans. requests for info.j Where are you from? 

Is your room okay? 



Take leave 



5 I Offer assistance 



Have a nk» trip. 
Please come again. 

Is everything okay? 
Let me know if you need 
anything. 



Ask/Ans requests for info. | How long will you be staying? 

Are you enjoying your stay? 
Are you here on business? 

■^^^^ I Hope you enjoyed your stay. 

ERXC 
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polite expressions 



simple present: Be 



RESOURCES 
Activities: role play 

Taxts: Fairfax44-46, 
Voc. SSI Unit A:2 



Wofeo 
WUSA I pp 67-88. 
WUSA II pp M9. 
Visual: 

ESL for Actton 41 
Texts: 

Voc. ESL UnitA:24^4 




hilaia posilivc guest relations 

bcabulary: 

Parts of the day: morning, afternoon, evening, nigfit 
Reasons for staying in fiotel: business, conference, pleasure, vacation 

fBasIC Skills: Related to Personal Identification 

Read: Recognize own name in print (check attendance sheet) 

!w!nIiS! "PP®^^'^®^ case letters (match upper/lowercase, arrange letters of alphabet in sequenc 
Identity arid demonstrate understanding of words frequently seen in worit environment (supply missin. 
. missing words in sentence through use of context) 

r Write: if at literacy level, trace and copy letters of the alphabet 
Write upper/lower case letters from memory 
Write first and last efime in manuscript letters 
Write simple declarative sentences 
Write simple interrogative sentences 

Culture: Industry Rationale 

au^t''Thfe'*L^nr«l^^ ^l.!!!* *° ^^'^ housekeeper introduce him/herself and welcome tb. 

guest. This personalization encourages the guest to return and to recommend the hotel to friends and associates. 

SlilS Quests' enjoyment of hotel stay shows the housekeeper's concern and interest. This personal 
attention encourages the guest to retum and recommend it to friends and associates.2 ^ 



I 



IERXC '"'^"' More. Vocational ESL for Holds, page 40. 
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vide supplies upon request. 



PROVIDE SUPPLIES UPON REQUEST 



^,1.2 



FUNCTION S 
Identify supplies 



Respond to requests 



Request clarification 



Offer assistance 
Respond to requests 



Request clarification 



LANGUAGE SAMP LE 

Do you have any soap ? 
I need/Want some tissues. 

' I'd Nke an extra towel. 
* Could I have more soap . 
Here you are. 
Here you go. , 

I'm sorry. 
I don't understand. 
What? How many? 
A facecSath? 



May (Can) I help you? 
see atove 

Here they are. Here It is. 
Here is the shampoo. 
Here are the matches 



A fiattLtowel or handt owel? 
Could you repeat that, please. 



STRUCTURES 

singular/plural nouns 
some/any 

quantity expressions 
som^. more, extra 



Wh- questions 



polite expressions 



singular/plural 
count/noncount nouns 



RESOURCES 
Realia: things on cart 
Activities: TPR technique 

Silent Way requests 
Visuals: draw carts, 
match pictures/words, 
Fairfax 43, 47, appendix 
May I Help You 60. 66, 13< 
Lefs Work Safely 60, 
Speaking Up at Work 129 

Video: WUSA II p. 81 



Texts: Fairfax 53-55 
Voc. ESL Unit A:3 
UnitB: 9 
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T-n!^r>^ respond only 
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ikVNic supplies upon request. 



^5 



FUNCTIONS 



LANGUAGE SAMPLE 



Offer assistance 



Respond to requests 



Apologize 



Make a suggestion 



What can I do for you? 

How can I help you? 

Do you need anything else? 

Here is/are the towels you 
requested/asked for. 

CouM you get me some 
extra nmm- 

I wonder if you coukJ give 
me some more olasses. 

I'm sorry housekeeping 
doesn't have any lotion. 

I'm sorry, I'll get some/ 
one for you. 

I'm sonry. ni ask my 
supervisor to help you. 

Call housekeeping if you 
need anything else. 

You can find lotioi^ in the 
gift shop. 



is. 
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to respond only 



STRUCTURES 



RESOURCES 



Modal: can 



Texts: 

Voc. English Unit B: 9+10 
Speaking Up at Work27-a 



polite requests 



some/one 



I 

O 



8fc 



rappliet upon requesl. 

cabulary: 

linen: sheets (sizes), pillowcases. blanl(et. bedspread, mattress pad, rubber mat 
terry: bathtowel. handtowel (face towel), washcloth (facecloth) bathmat 
amenities: soap, conditioner, shampoo, lotion, shower cap. shoe cibaner. sewing kH. mouthwash 

pad, pen/pencil, stationary, envelopes 
basics: glasses, ice t .cket. ashtray, matches, tissues (Kleenex), toilet paper, wastebasket 

(trashcan), laundry bag. plastic bag. crib, cot 
cart: vacuum, cleanser (e.g. Comet), spray cleaner, linen bag. trash bag 

Nsic Skills: 

Road: Read words related to work experiences 

Wentify arid demonstrate understanding of words that frequently appear in work environment 
Match words with objects or pkstures 
Training materials about placement of supplies. 
Read diagrams related to supply ctoset or packing cart, if applk»ble. 

Write: Complete supply request forms. If applk»ble 

Write simple declarative and interogative sentences 

Numeracy: Count supplir . 



40 
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idc sypplics upciii request 

^ulture: Industry Practices 

lt«?l'l^tL!I?tl5^^^ 3"^'* ""^^^ than just handing the items to the 

to.!! 1^? 1 11^^"^^^^^^ ^^'"^ -"^y be that relatively formal language is used (i.e. Here 

towels you requested instead of Here are the towels you wanted^^.i \ 

!?^.h ^ housekeeper in the hall with her/his cart, it is expected that the housekeeper will offer 
assistance to the guest, out of courtesy as a servk^e provider 2 

^ZJ^^t'lh^ ^" "^""Z^^* ^^^"^ '^^"^ housekeeping department, it is necessary to 

/^nlTlLte^ i^nL^^^^^ h«'P^ to «he housekeeper 

/ nevsftneless concerned that the guest's request cannot be fulfilled.3 

teTTL^^Thus. the housekeeper tells tk« guest sheftte will check with the supervisor and then reports back to the 



AiiQc Lompcris Moie. 

Aid., lesson 8 

lid., lesson 10 

Nd., lesson 10 

^ERJC 



Vocatiuijal ESL for Hotels, lesson 3 
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if. and when, to service a gticsi*f room 



FIND OUT IF, AND WHEN, TO SERVICE A GUESTS ROOM 



.1.2 




Announce naif 
Request hsiormation (time) 



Request clarification 



Can i dean now? 
When can I dean 
*Come back in IS minutas. 
•After 2:00. 

After 2:00? 

I'm sorry. What time? 



Yes/no questions: can 
WH- questions: can 
time expressions 



RESOURC ES 
Realia: clocks, 
"do not distur6 sign", 
work assignment slip 

Activities: rols play 

Texts: Fairfax 48-52, 
Survival English 55-58 



Announce self 
Request informatton (time; 



Are you ckecking out? 
What tkne shouki I come back? 
May I dean your room now? 
* CoukJ you come back In 

15 miniifftft/latAr 

I'll be leaving In a_ few minutes 



polite questions 



Video: WUSA I p. 434- 
WUSA II p. 58+ 



Request clarification 



ERIC 
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ow If, ind when, to service a guest's n»om 

FUNCTION 



Inquire about/express 
intentions 



LANGUAGE SAMPLE 



Will you be staying longer? 
We'll be staying until tomorrow. 
No, we're checking out late. 



STRUCTURES 



future progressive 



RESOURCES 



Texts: 

Voc. English Unit A:6 
Unit B: 7 
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IM ouf ir, aiid when, lo service a gucsl't room 

'bcabulary: 

Assignments: check out, stay over, vacant, occupied, ready, dirty 
Time: hours, minutes, parts of an hour, after ftimeK in {mimilfisi. later 
Verbs: clean, make up. knock, disturb (as in Do not Disturb) 

Hftasic Skills: 

Read: Identify common signs (i.e."Do not Disturb") 

Identify words/codes related to work assignment slips 
Tell time 

Read room numbers 
Read alpha-numerk: codes 

Write: Check off (kJentIfy) work completed on assignment slips 
Write simple declarative and interrogative sentences 

Numeracy: Cateulate time (as in "come back in a 1/2 hour) 
Identify numbers 



Culture: Industry Practices 

Find out the hotel poltoy about... 

asking if guest is checking out 

the approjjriatft Jime to ask guest about servicing room 



Even though a housekeeper's record may show that the guests in a given room are checking out that day, it is wise 
to-date°i "^^^ ^''^ P'®"^' °' '^^"^^ Of "P- 

In some hotels, as long as a room is occupied before check out time, a housekeeper shouki never come to such a 



^nnc Lompcris More. Vocational ESL for Hotels, lesson 6 

ERJC 49 



om if, and when. ic» service a guest's room 

ISSULm tfieVleave^i"^^*^ ^'^ "^^"^ ^ quests should feel welcome until tl 

i'Jlnr»i;!''J".^fr ® designated as a check out is occupied after check out time, it is 

nSnmn^ J . housekeoper to come to the room and ask at>out the guesf s plans. The housekeeper should 
assume the guest is staying longer and ask to confirm this 2 « k 

If a guest is checking out late or has deckied to stay over, the housekeeper should let her/his supervisor know.3 



d., lesson? 
id., lesson 7 
• lesson 7 

EMC 
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job insiruciioii/licscrihc job tasks 



FOLLOW JOB INSTRUCTIONS/DESCRIBE JOB TASKS 



1.2 



Identify furniture 



Identify parts of room 



Identify supplies for tasks 



Follow verbal instructions 



Request clarification 



LANGUAGE SAMPLE 



There are 2 beds. 
There's a isiDfl.5i2fl_bed. 

The ciQSfil is over there. 
The cbain is near the window. 



I need a vacuum- 
Use the sorav clftanur 



* Putaoafion thefi£fissfic. 

* yafiUUOL under the |2fid. 

* Dust around the guesfs things. 
•Take this iroa to room 212. 
•Take these fMsm. to Ilfl. 

Where? What? 
Please show me. 
linder the bed? 



STRUCTURES 



There is/are 
contractions 

prepositions:location 



simple present 



prepositions.-location 
this/these 
Wh-question ute^s 



RESOURCES 



Realia: furniture in room 
play furniture 

Activities: TPR techniqui 
draw pictures of room: 
info gaps, role plays 

Visuals: sequenc cards. 
Fairfax , English for Adul 
Competency, Hotel/Motel 
Words, Survival Eng. 1784 
A New Start 17, 142.. 
Eng. Evi^rday Life I 39-47 
Speak Up at Work 128-f 

Texts:: Fairfax 31-42 
Survival English 39, 201 

Video: WUSA I p 36 



O nly 

ERIC 
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-tUkiw Job iiisliuvliwi/Dcscribc j«b lasks 



: jNcnoNs 



Ask/Ans. questions (task) 



Follow verbal/ simple 
written instructions 



Request ciarifcation 



LANGUAGE SAMPLE 



Give instructions others 
Follow written instruction 



Requefi clarification 



What does she do first? 
She puts ci||Qa_on and then 
the bedspread . 

Check under the bed b efore 

youyacuuffl. 
Wipe the Mi after you clean the 

tiles. 

Like this? 

Is th is okay? 



see above 



see above 



What shGjId I do first? 
CobkJ you tell mo again. 



STRUCTURES 



adverbials: 

first, next, etc. 



adverbials: 
before, after 



RESOURCES 



Texts: 

Fairfax 81-83 



modals: could, should 



Texf^: Roy Bowers 49, 
Hotel/Motel Words 1-19, 
WUSA I p 45 
Advities: write sii.iple 
training manual 



i fellow job inilniclion/Dcscribc job tasks 

Vocabulary: 

Furniture: bed. dresser, chair, nighttable (stand), desk, lamps, pictures 
Fixtures: bathtub, shower, toilet, sink, counter, shelf, closet, tiles, faucet, mirror 
Verbs: clean, vacuum, scrub, dust, polish, wipe, diy, tuck, shake, take out. put away 
put on, take off. turn on/off. throw out/away. 

Supplies: from Provide supplies upon request 

linen: ^heets (sizes), pillowcases, blanket, bedspread, mattress pad. rubber mat 

terry. bathtowel. handtowel (face towel), washcloth (facecloth) bathmat 

amenities: soap, conditmner. shampoo, totion. shower cap. shoe cleaner, sewing kit. mouthwash 

pad. pen/pencil, stationary, envelopes 
basics: oiasses, k:e bucket, ashtray, matches, tissues (Kleenex), toilet paper, wastebasket 

(trashcan). laundry bag. plastto bag. crib, cot 
cart: vacuum, cleanser (e.g. Comet), spray cleaner, linen bag. trash bag 



^asic Skills: 

Read: ldenti.V words related to work experiences and language 
Read room assignment slip. 
Match words with supplies. 
Sight read labels on cleaners. 
Read room inspectton checklist. 
Read training manuals, if applicable 

Write: Write simple declarative/interrogative sentences 
Write simple instructions 

Numeracy: Count number of supplies/towels (eg. checking supplies in/out) 
Estimate time needed to complete a task 



56 



F(*ow job insiniclion/Dcscribc job tasks 

I Culture: Industry practices 

I Find out tHe hotel policy about ... 
^ listening to radio/TV while woriting 

smoking (yes no when? where? 

using the telephones 

, accepting tips (yes no reporting tips _ 



accepting gifts(yes no what kinds? 



ERIC 



IfPO^T WORK PROGRESS AND PERPORMANCB liVALllATION 



REPORT WORK PROGRESS and PERFORMANCE EVALUATION 




Request clarification 
Rrespond to criticism 



Respond to requests for 
information 



What room? 
Room ftm? 

* You forgot to restock your 

cart. 

* You didn't clean the . 

* Where were you ? 

I'm sorry. I forgot. 



Respond to criticism 



see above 

Did you clean room yet? 

Is room clean? 

In a few minutes 
I'll do that next. 
* Hurry up. 

see above 

I'm sorry. I'll do it again. 
I'm sorry. I won'* do it again. 



simple past 



Yes/No questions:pas 



future 



f?ea/'a; work assignment! 
Activities: role play 
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^irPORT WORK PROGRESS AND PERFORMANCE EVALUATION 

1'S 



FUNCTIONS 



Respond to requests 
information 



Respond to criticism 
Give reasons/explanations 



LANGUAGE SAMPLE 



lef ? 



How many rooms do you have ^ 

*Have you finished room yet? 

How long will it take you? 

I'M be done in about . 

I'll do it right away. 

see above 

I didn't do it because there 
was a -do not distiirh siffn 

the oiiftst wag fitflving ftYftr, 

There was a probiem in room _ 



STRUCTURES 



present perfect 
future 



because clauses 
there was/were 



RESOURCES 



^ O d only 

ERIC 
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to 



?WORK PROGRESS AND PERFORMANCE EVALUAI ION 

l^dcabulary: 

Progress: finished, done, not yet. almost, right away, in a few minutes, 
bvaiuation: coaching and counselJing. prol)ation. warning 

isic Skills: 

Read: Read performance evaluation 

Write: Write simpl<) declarative/interrogative sentences 

Numeracy: Demonstrate understanding of values on performance evaluation 
Estimate how long it will take to complete task 

Culture: Industry practices 

Find out the hot«j| polny akwut... 

dealing with floor supervisors, if applicable 

performance evaluations: (get checklist if available) 
what is evaluated 

evaluation criteria 

by whom 

how often 

warnings? 

orally ~ 
written 

linked with pay/raises 



i^re abscficc/latciicss 



REPORT LATENESS/ABSENCE 



.1.2 



FUNCTIONS 



Identify solf 



State problem/Give reason 

Identify body parts 

Identify self 
State problem/give reason 



LANGUAGE SAMPLE 



This is name 

I can't work today. I have the ihL 
I will be late. I missQSi. the bus. 



My amLhurts. 



see above 

i cani work because I have a 

terrible hftarigfihft, 
I can't work today because my 

son is vary ajfth 

I will be 1/2 hour late because 
mv car wnn't ^tflft 



STRUCTURES 



simple present 
simple past 



simple present 



because clauses 



RESOURCES 



Activities: use visuals and 
teletrainer to role play 
calls 

Texts: A New Start 138 
Fairfax 75-78 
Survival Eng. I 84-90. 



Video: WUSA III 24. 29+. 
33-35 

Skie by Side I 96-98 
Survival Eng. I 106 



1 
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rl absciicc/tiittu. 



-5 



FUNCTIONS 



Make request on telephone 

State problenfi/Give reason 
State intention (time) 



LANGUAGE SAMPLE 


STRUCTURES 


RESOURCES 


May 1 spealt to in 






Housel(eeping, please. 






see above 




Texts: 


I'll be back . 




WUSA III 41-42, 


future 


ESL Action 74-75 






Speaking Up at Work 
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% ^Lport absence/lalencst 

Vocabulary: 



Body parts: 

Ailments: 

telephone: 




5asic bkills: 



Read: Identify word related to health 
Reid appointment cards 
Read hotel sick leave policy 

Write: Write simple declaratlve/interrogi live sentences. 
Complete skk leave form 

Numeracy: Cateulate number of hours sick pay 



acceptable excuses for absence 

when doctor's note is required 

when to call in lateness(i.e. how many hours before 
S2sk leave policy 

whom to call about absence/lateness 



Culture: 



Find out the hotel's policies about the following: 
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4k%^c cKrcciioiis lo places wiihin the iiotcl and viciiiily 



GIVE DIRECTIONS TO PLACES WITHIN THE HOTEL & VICINITY 



FUN?TIONS 

Respond to requests for 
information 

Provide information 



Respond to requests for. 
information. 

Provide info, (location) 



LANGUAGE SAMPLE 
Excuse me. Where is the |2ai:? 

It's on the fi£sl floor, 
IfsdQMlJhe hali. 

IfS next to thft Inft ma^\\m^ 



How do I get to the pool? 



IfS on the Ist flour, next 

to the BlaoQjzac. 
Take tha elevator to the 

2nd_floor. Ifs on the \aiL 

I'm not sure. I'll ask my 

supervisor. 
I doni know. You can ask 

ihaJiQDUlssfL 



STRUCTURE S 
simple present 



ordinal r^umbers 
prepositions:location 



simple present 



prepositlons:location 



RESOURCES 

Realia: signs from hotel, 
floor plans, diagrams 

Activities: draw floor 
plans, match pictures to 
signs, role play giving 
directions 

Texts: Fairfax 18-27 



Texts: 

Voc. ESL Unit C:12-15 



dircclioiis Ki places wiiliin Ihc hold and vicinity 

SPL 



1-5 



FUNCTIONS 



Respond to requests for 
information 



Give directions 



Make suggestions 



LANGUAGE SAMPLE 



Could you tell me where 
the pool is? 

Do you know where I can 

buy a postcard? 



Go to the iQbL^:. Tum Jflft. 
Then... you'll see the 1;^ 
on the right. 

Try the aifL_&tlfiD. 
You can ask the concierge . 
There's a restaurant on 
Hth floor. It's open late . 



STRUCTURES 



embedded questions 



prepositions :location 



RESOURCES 



Texts: 

English That Works I 98^^ 
Survival Eng l 1 21-125 
May I Help You 41-43 
Speak Up at Work 20-26 
Side by Side I 144-145 
Voc. English Unit 0 



ERIC 
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J Swc directions lo places within the hotel and vicinity 

Vocabulary: 

Prepositions: in, on , next to, near, between, on the right/left, below 

Places: pod restaurant, bar, post office, gift shop, newstand, photocopier, beauty/barber shop 

theater, Metro/subway, chopping center/mall, etc. 

Basic Skills: 

Read: Identify signs in hotel (places) 

Locate Information on simplified/real floor plans, maps, and in hotel directories 

Write: Write simple declarative/interrogative sentences 
Numeracy: Interpret ordinal numbers and fractions 1/2 (as in 1/2 block) 

Culture: 

Slf^«lrf»rc"®h housekeeping staff for directions to various locL^lon in the hotel. Therefore 

pSJfes ! ^^^^ ^^"'^^ ^ *° 0'^® instructfons to these 

holeM*^ " housekeeper/houseman can give directions to other places within the vicinity of the 

LVs1sta?ce.V' ^^"^'^^^P'"^ ^" 9"est to other hotoi services (eg. front desk or concierge) for 
Housekeeping staff shouM also be aware of the hours of operation for the various services in the hotel. 



74 



^nnc UmpcrSs More. Vocaiinnal ESL for Hoiels. lesson 12 



Afon and Ptevcnt accidcms 



REPORT AMD PREVENT ACCIDENTS/EMERGENCIES 



FUNCTIONS 
Identify safety signs 


LANGUAGE SAMPLE 

Fire Exit. No Smoking. 
Danoer Wamina 

^ ^^Wl • TV Cil 1 III Im 


STRUCTURES 


RESOURCES 

Realia: signs from hotel 
classroom signs 


Report accidents 


1 tiiirt my arm. 
Ifell down. 


simDiG Dast 


ncuviims, snow Sign anc 
give warning, ppntomime, 


Warn others 


Stop! Be careful! 


imperative 


match sign to safety 
hazards 




Don't do that. 


Visuats: 


• 


Watch out! 




A New Start 139-140 


Request clafication? 


When? How? 


Wh-questions 


Fairfax 92 
Your First Job, Units 
Let's Work Safely (many) 
Worksight (many) 



ERIC 
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^fipori and Prevent accidents 

ISPL 

i" 



FUNCTIONS 

Explain safety signs. 



Report accident 



Make a suggestion 



Warn others 



Make £ suggestion 



Report accident 



Warn others 



ERIC 
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LANGUAGE SAM PLE 

You can't smoke here . 
You shoukj use gloves . 



I fell down and cut my head . 
He sjjfiQssLon the wet fk)or. 
This Is name. T harft's a fire 
in room . 

You shouM QO to the nurse. 

Call Sficuiit^. Call Housekeflpinq 



Pont stand on the tiih You 

could fall. 
Keep your cart in front of 

the door. 



You shoukin't smok& here. 
You should wear gloves . 



I was cleaning the t»hj"hftn ] 

When dkJ it happen? 
How dki it happen? 

If you slajul on the Ml you 
might fall. 



STRU CTURES 
modals 



simple past 



modal: shoukJ 



Imperatives 
modal: couki 



modal: shouki 
shouldn't 



past continuous 



If clauses 
modal: might 



RESOURCES 

Texts: Fairfax 92-94, 
Let's Work Safely 2-3, 7 
90, 95 



Texts: 

ESL Action 9U, 108+, 111 
Let's Work Safely 100-10^ 



X 

I 



J. 
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kport Mid Prevent accidents 

Vocabulary: 

Body parts: 
Verbs: 

Signs/iabels: 



arm leg, finger, head, etc. 

fell, cut, broke, burned, twisted 

No smoking, fire exit, warning, danger, caution, hazard, fire escape, fire extinguisher, poison 



las\c Skills: 

Read: Identify common signs related to safety (eg. labels on c'oaners, safety rules) 

Read safety manual 

Supply missing words in a sentence througfi use of context 

Write: Fill out accident report form 

Fill out insurance claim forms. 
Write simple declarative/interrogative sentences 

Numeracy: Dial security or emergency phone number in hotel 



Culture: 

Ask the hotel about safety polteies and accident procedures: 

Reporting acckJents: to whom 

how 

when (severe/minor) 

insurance 



Find out specific problems that have occurred in the past and need to be addrerssed: 



ERIC 



Any special safety rules? 
clothing/uniform 
about doing job 

80 
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(tfofi Problems 

REPORT PROBLEMS 





FUNCTIONS 


LANGUAGE SAMPLE* 




Identify problems 


Tfie sink is ifiakiofl 

Tfie lama is broken. 


• 


Report problems 


Tfiere's a problem in room _ 
1 luuiia inis iS room 




Request clarification 


W. i room? 
Wfiafs broken? 


3 


Identify proLiems 


Tfte ajoDSS. won't close. 

Tfie izfidsbreaii is lom. 




Report problems 


tide abov>j 

ine sink reeds to t>e fixed. 




r equest clarificatio.i 


Wfiicfi room? 

Wftat needs to be fixed? 


82 



: repairs needed 



STRUCTURES I PESQUgcg£^^ 
be + adjec^'ve I Visua . 

Surviyal Eng. I 190-193 
A New Start 115-116 
Fairfax 64-65, 88-91 

tfiere is/are 

Activities: matcfi problein 
witfi solutions, role play 
lost and found. 



Texts: Fairfax 80-91 
Roy Bowers 51 



need-i- to be -i- verb 



Iforl Crohlcnis 



f5 



FUNCTIONS 



Report problems 



Request Assistance 



Request clarification 



LANGUAGE SAMPLE 



see abova 
The isiisai has been broken ioi 

This is the housekeeper in room 

• Can you send help from 

maintenance. 

For how k)ng? 



STRUCTURES 



present perfect 

^ 



simple present 



RESOURCES 



Texts: ESL for Action 49+- 
for/since 



84 
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; llfott I'rublcnis 

Vocabulary: 

_ problems: broken, doesn't work, missing, leaking, dripping, stopped up. stained, torn, loose, burned, 
closed, stuck, etc. 
furniture and fixtures in room (review) 

lost and found items: clothing, briefcase, bathrobe, clock, shoes, etc. 



Sasic Skills: 

Resd: Identify room numbers 

Read worit orders/work requests 

Supply missing word in a sentence through the use of context 



Write: Fill out work orders 

Fill out lost ai.d found slips 

Write simple declarative/interrogative sentences 



Numeracy: Identify room numbers 

Write date (on work orders) 

[Culture: 

Find out the hotel policy about the following... 
reportii g problems: to whom 



how (orally or in writing) 

what requires immediate attention 



ERIC 
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ft^td paych€Cks 



READ PAYCHECKS 



6(>L 
0.1.2 


FUNCTIONS 
Identify terms (paycheck) 

Ask/Answftr questions 
Ask for assistance 


1 LANGUAGE SAMPLE 
1 How much is your pay? 

How much do you make an hour? 
$ per hour. 

1 hjive a questk)n about my pay. 
Please help me. 


STRUCTURES 

Wh- questions 


RESOURCES 

Realia: simple/real pay- 
checks 

Texts: Fairfax 69-72 


3 


Ask/Ans. questions (pay) 
Report problem 


see above 

How much is your gross pay? 
How much did they deduct for 

1 thinK there's a mistake. 
( worked overtime. 


simple past 


Texts: 

Speaking Up at Work 50-56 
EoL for Action 52-65 


4^5 


Report problem 


1 thir;k my check is too \sm. 
: think my check shoukJ be mora 

(higher). 
1 don't understand why my check 

is lower this week. 


too, very 
comparatives 


Texts: 

Your First Job' Unit Q 
Eng. That Works ! 151-151 



I 

u» 



4«d paychecks 

Vocabulary: 

P®y- regular, over...ne. time and half, gross, net. YTD .totals, vested hours, unvested hours 

deductions: Federal, state. FiCA. insurance, meals, uniform 

leave: vacation, holiday, sick 

Basic Skills: 

Read: identify common terms on paychecks 

Write: Endorse check 

Write simple declarative/interrogative sentences 

Numeracy: Calculate pay (hourly rate, number of hours worked, deductions) 
Culture: 

Find out the hotel's polteies at)0ut following: 

starting rate: 

raises: 

how often: 

criteria: 

deductions: 

meals: 

uniforms. 

insurance: 

pay policy 

docking pay 



ERIC 



bonuses/incentives 
overtime: 



X 
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